Development Associate, Individual Giving – Geneva, IL 
The Development Associate, Individual Giving plays an active role in the cultivation and recognition of individual donors. This role is part of the Major Gifts team and is responsible for prospect research and managing a small portfolio. In addition, the Development Associate manages all cultivation/stewardship events, the Emeritus Board and is the staff liaison to the Board of Directors. As needed, this role will provide administrative support to the P&C Department and to the President and CEO.  
Duties and Responsibilities

· Manage cultivation/stewardship events (schedule, strategy, event logistics, invitations, responses, and follow up) 
· Manage Donor Recognition program, maintaining donor lists, and distribution of materials and follow up. 

· Serve on Major Gifts team – pulling lists, compiling reports, tracking actions - and assist CEO in managing prospects, arranging calls and visits

· Manage a small portfolio of individual donors, which includes qualifying prospects, cultivating through moves management and soliciting 
· Complete prospect research, working with research tools like Research Point to gather detailed information on donors or prospects. 

· Prepare and execute stewardship mailings, such as holiday cards, new donor packets, and impact reports
· Make phone calls (i.e. thank you) when needed, in conjunction with development activities. 
· Assist with writing donor acknowledgement letters, proposals and other donor communications.

· Host monthly food bank tours for stakeholders with current information and follow up as necessary with attendees

· Manage Emeritus Board communications (add to mailing lists, informational mailings, schedule and coordinate logistics of events, keep roster)

· Serve as staff contact for Board of Directors and manage Board administrative responsibilities (e.g. Board Correspondence, Board Minutes, maintain Board Roster, etc.) and lead Board engagement strategy 
· Provide administrative support to President and CEO and P &C team as needed

Skills, Education and Experience: 

· Bachelor’s Degree 
· 2-4 years development or related experience preferred
· Excellent computer skills (Word, Outlook, Excel and Power Point)

· Raiser’s Edge experience is preferred
· Prospect research experience is preferred

· Proven interpersonal skills and ability to interact with a wide variety of constituents (e.g. board members, donors, vendors).  Proven success at providing excellent customer service.
· Proven success in working in a team environment. 

· Excellent written communication skills.
· Strong organization skills and attention to detail is a must
· Discretion and confidentiality is a must
How to Apply

Send resume and cover letter, along with salary requirements to:

 resumes@northernilfoodbank.org or 
Human Resources

Northern Illinois Food Bank

273 Dearborn Court

Geneva, IL 60134

Or via Fax: 630-443-6916
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